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POLICY: .01 The Laboratory has established a  new employee
evaluat ion period for new employees,  during which
their  work performance and conduct are evaluated.

NOTE:   Work performance and conduct
include,  but are not l imited to,  such factors  as
quality and quanti ty of work products,
attendance,  re l iabil i ty,  honesty,
cooperativeness,  and abil i ty to work in a  team
environment.

Employees Subject to .02 Structured Series Employees  — Individuals hired as
New Employee Evaluation regular Structured Series employees serve a new
Period employee evaluat ion period except when the

fol lowing cr iter ia are met:

The individual  has  completed a t least
1 continuous year of ful l -t ime service  at  the
Laboratory immediately before the conversion
to regular employment (with no break in
service) and

The regular  posit ion is in the same
organization and involves the  same duties a t
the same level.

.03 Technical Staff Members — Individuals hired as regular
Technical Staff Members serve a new employee
evaluat ion period except  when the following
cri teria  are  met:

The individual  has  completed a t least 2
continuous years of full -t ime service  at  the
Laboratory immediately before the conversion
to regular employment (with no break in
service) and

The regular  posit ion is in the same
organization and involves the  same duties.

.04 Former Employees — A former employee who is
rehired under a regular appointment is required to
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serve a new employee evaluat ion period unless
excepted under the cri teria  s ta ted above.

.05 Exceptions  — In t ruly exceptional cases,  the
Laboratory Director  can waive the requirement.
Requests will  be evaluated on a case-by-case basis.

Length of New Employee .06 For nonexempt employees,  the  new employee
Evaluation Period evaluat ion period ends on the fi rs t  of the month

after 6 months of continuous service under a
regular appointment .  For  exempt Structured Series
employees,  the new employee evaluation period
ends on the f irs t  of the month af ter 1 year of
continuous service under a regular appointment.
For Technical Staff Members,  the new employee
evaluat ion period ends on the fi rs t  of the month
after 2 years of continuous service  under a regular
appointment.  Time on leave with or  without pay is
not qual ifying service  for the complet ion of the
new employee evaluat ion period. The offer le tter
shal l  sta te the  length of the new employee
evaluat ion period applicable to a candidate  for
employment.

Extension of New .07 Under unusual circumstances,  the appropria te
Employee Evaluation group-level (or higher) manager  may ask the
Period Human Resources Divis ion Director (DHR) to

approve an extension of the new employee
evaluat ion period. Such an extension must be for a
specif ied period of  t ime not  to  exceed 3 months.
(See procedures in .16.)

NOTE:   During the  f irst  6 months of
employment,  employees can apply for jobs
outs ide their  divis ion only with  approval of the
cognizant group-level  management.   See AM 105.

New Employee Evaluation .08 A new evaluation period employee is not subject to
Period Report the performance assessment  cycle descr ibed in AM

109. Instead,  the manager must complete a New
Employee Evaluat ion Period Report form at the
midpoint of  the new employee evaluation period
and again 30 days before the end of the  new
employee evaluat ion period.  The manager should
also complete a report  if  there is a question

http://admin-manual.lanl.gov:1500/pdfs/adm/am105.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am109.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am109.pdf


AM 103
December 31, 1999

New Employee Evaluation Period

Administrative Manual This subject has been reorganized and renumbered.
Los Alamos National Laboratory This subject was last revised on September 20, 1993.

concerning the qual i ty of an employee’s
performance, conduct,  or general sui tabi l ity for
Laboratory employment any t ime during the new
employee evaluat ion period.  The New Employee
Evaluation Period Report  should indicate whether
the manager f inds the employee’s performance,
conduct ,  and general sui tabi li ty for  employment  to
be satisfactory (see .11).

Midpoint Report .09 If the New Employee Evaluat ion Period Report that
is completed a t the midpoint of the new employee
evaluat ion period identif ies deficiencies in
performance, conduct,  or general sui tabi l ity for
employment,  the manager must e ither

Give the employee a copy of  the New Employee
Evaluation Period Report ,  d iscuss the ident if ied
deficiencies with the employee,  and meet
frequently with the employee to review progress
or

Ini t iate  a terminat ion to be effect ive before  the
ending date  of the  new employee evaluation
period (see .13-14) .

!

End of New Employee .10 When completing the f inal New Employee
Evaluation Period Evaluation Period Report ,  the manager must  either

Cert ify that the employee should be re ta ined or

Ini t iate  a terminat ion to be effect ive before  the
ending date  of the  new employee evaluation
period (see .11- .12).

If  the manager cer ti fies that the employee should
be re ta ined, the employee wil l  receive a  copy of  the
final New Employee Evaluat ion Period Report
containing the cer ti ficat ion.   The manager,  with
involvement of the immediate supervisor(s),  i f  any,
must s ign the New Employee Evaluation Period
Report.

Termination .11 Employees in new-employee-evaluation-period
sta tus  may be released at any time at the discret ion
of the Laboratory.  The appropria te division-level
manager must  review and approve the terminat ion.
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The !  employee must be given at  least 15 calendar
days’ advance wri t ten notice of the terminat ion (see
AM 113).

NOTE :   The Laboratory wil l  not reimburse
relocat ion expenses.

Termination Complaint .12
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Severance Pay .13 A terminated new employee evaluat ion period
employee is not ent i tled to  severance pay.

Rehire .14 A former employee who was terminated during the
new employee evaluat ion period may be considered
for reemployment with approval of the prospect ive
divis ion-level manager.   !

PROBLEMS ARISING .15 Successful complet ion of a new employee
AFTER THE NEW evaluat ion period does not confer tenure or
EMPLOYEE permanent  employment r ights.
EVALUATION
PERIOD:

" " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " " "

PROCEDURES:

Extension of New .16 At least  7 calendar days before the end of the
Employee Evaluation Period ini t ial  new employee evaluation period,  the

cognizant manager wil l  notify the employee in
writ ing of the reasons for and the period of  the
extension. The manager must  send a copy of the
notice of extension to the Personnel Records Team
in the Human Resources Staff ing Group (HR-5) .
Only one extension of the  new employee evaluation
period is a llowed.

These procedures effective until further notice.

http://admin-manual.lanl.gov:1500/pdfs/adm/am113.pdf
http://admin-manual.lanl.gov:1500/pdfs/adm/am111.pdf
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Filing Reports .17 Copies of new employee evaluat ion period reports
are maintained in the employee’s off ic ia l personnel
fi le in Personnel Records.


